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Microsoft Word
List numbering/bullets

type:
cat <enter> dog <enter> cow <enter> bat <enter> bird <enter> sheep

select list Bullets Numbering

Format - Bullets and Numbering...

Bullets and Mumbering d |
Bulleted | mumbered | Cutline Nurmbered
- u] Ll
Mone . o '
- u] Ll
a - v
a 2 v
a - v
Picture... | Cuskomize... |
Reset | (04 I Zancel |

Sorting Order

TGble, SOPT.. Sort by ;
S TS (i
List still selected - Increase Indent Then b , @ pscending
Bu-l--'-on I =l e ITEXt j " Descending
Then by o )
| i U T it
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Microsoft Word
Paragraph spacing

v' Select list of names
v Right-click list

v' Paragraph...

v' Spacing After (3 pt)

Paragraph [ 7] l

Indents and Spacing | Line and Page Breaks |

Aligriment:: ILeFt - I Qutline level: IBI:IIj':." bext | = I
m =

Indentation

Left: ) Special: By

Right: o =] norey =] | —
Spacing

Before: 0pt z Line spacing: Ak

Aftar > [3pt = (| | =
Preview

T
Teac

Tabs... | (0] 4 I Cancel

Cut, Copy, Paste

v' Select list of animals (must include last paragraph marker)
v Copy

v New document

v Paste
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Microsoft Word

Tabs
Ruler on Left Tab at 1 Center Tab at 3 Right Tab at 5
£|L|2| ehe 1 |j|$
TAB & type:
First Name Middle Initial Last Name
your name
John M. Smith
Sally A. Jones
Tab Leaders
v" Format, Tabs...
bl ot b B T
! | Formak Tools Table ‘Windc
A Fonk...
= % Paragraph... = HE
= 1= Bullets and Nurmbering. .. Tab stop postion: cofat bt [ =
I Borders and shading. .. mignn;ent - '
™ Left " Decimal
== Colurmns. .. " Center " Bar
Change Case. ., e(e:_ el_rNone [ —
(O (8}
it':,.'hg,“ Tab stops to be cleared: &l
e Set Right Tab at 5" choose Leader #2 S|
° 561' OK oK I Cancel |
e type and TAB:
name phone #

total of 4 names & #s
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Microsoft Word

Donna Oberlender.............ccccoovieivieeeiceeeeeeeeene (315) 431-8451
Brian PArKer .........c.ooieieeeiieeeeeeeeeee e 433-2652

One Column only with a different format

Names only in Italics
e Alt-Drag
' DonNG Oberlender..........eeessee (315) 431-8451
BPIAN PALKEL .............cocoooeeeeeeeveeeneeeessssssssssssnnssssssssssesseessssis 433-2652

v" Format, Tabs...
Left Tab at 1, Right Tab at 5.25 - choose 4 under LeaderSet OK

type:

NAME: TAB TAB <enter>
ADDRESS: TAB TAB <enter>

e Select text
o Right-click
e Paragraph...

e Line spacing 1.5 lines
Name:
Address:
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Microsoft Word

Tables

Insert Table button
4 columns, 2 rows

Add headings:
First name, last name, phone number, and job ftitle

Format headings:
Bold, centered, size 14

<Tab> fo enter personnel in class

<Tab> at the last cell of your table to give a new row.

First-Namen Last-Namen Phone-Numbern Job-Titlex r
i i i i iz

To remove an empty row
Click to left of empty row to select the row
Click on the Scissors to Cut the row

Click row one Insert Rows button (Insert Table button)

| Hlg Edib wiew Lnsert Format  1ools  lable Window Helpo Acrobat

D2EaERy |28 o-« leBEOpE= a8 q v -0,
(R et s = lfa— = = o

e = T=

v New rows are inserted above insertion point and new columns are
inserted to the left of insertion point.

Select the first row
Merge the cells to form a single cell

Table, Merge Cells

Title your table
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Microsoft Word

Format the top row
Select the first row

Table and Borders button on
Shading (20%)
Double line at bottom of heading

Department-Memberso r
First-Namen Last-Namen Phone-Numbern Job-Titlen r
iZi i iZi iz iz

AutoFormat the Table

Table, Table AutoFormat...

Table, Hide Gridlines Show/Hide button off

Table AutoFormat 2

Formats: Presview

Jan Feb Mar Total
East 7 7 ) 19
Yilest B 4 7 17

South 8 7 9 24 2 x|
Total 21 M| M B0 Formats: Preview
Colorful 2 ;l
Colorful 3 Jan Feb Mar Total
Columns 1

Calumns 2 J East 7 7 3] 19

Formats to apply

v Borders ¥ Eont v AukoFic Eglﬂmzz g?ustth g ; ; ;;71
¥ shading oo e Total 21 18 21 &0
Apply special Farmats ta g:g g hd
v Heading rows [ Last row Formats ta apply
IV First calumn [ Last column IV Borders ¥ Eorit
v shading v Color
OF I Cancel Apply special formats to
v Heading rows 1 Lask raw
v First calumn [ Last column
oK I Cancel
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Microsoft Word

Parallel Columns

Insert a table 2x2

Adjust the column widths

Type in the information. Tab from one cell to the next.

Create a header row and merge these cells, center and bold the heading.

Table AutoFormat to (none) so that the lines do not show.

Monitor

Keyboard

Mouse

Chair

May 5, 2006

Ergonomics

Place your monitor so the top of the screen is at or
slightly below eye level.

Place it directly in front of you, not to the side.

Place it at the same work surface height as the
keyboard and in front of your arm.

Adjust your seat height and/or work surface at
approximately elbow height.

Also, your feet should rest comfortably on the floor.
You may need to use a footrest.
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Microsoft Word

Newspaper Columns

Format - Columns...

FPresets
one Twio Three Left Right
Mumber of columns: I 5‘
—width and spacing
Col #; Widkh; Spacing;
Lo e = =]
| | = | =
| | = | =

¥ Equal column width

i

oK |

Cancel |

™ Line between

Presview

L

Apply ko IThis section

[T Start new column

Insert - Break...

Continuous Section break allows for a different
combination of the number of columns on the same

page.

Column break allows for the text to go to the next
column before reaching the bottom of the page.

Ty

s s " EYMRRYY LR I e

Break

Break types

™ Column break

™ Text wrapping break
Section break tvpes

(8 Mext page

i~ Conkinuous

£ Even page

" odd page

o |

Cancel

oL S T
DzEa aeRYy

K o+ [ o=

-8 ]

| hternl

May 5, 2006

= Times Bew Raman = 17 = | n

$ Bz B < @ B/
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Microsoft Word

Styles and Templates

Modify an Existing Style

Format Tools Table  Windg

Format, Style © A Fart...
v Normal is selected | =1 ZEEEER
. . = "= Bullets and Mumbeting. ..
v’ Click on Modify button y ?
. Borders ani ading. ..
v" Click on Format button 1
v' Click on Font == Columns...
. . Tabs...
v" Choose Arial, size 11 L
[ EE e
v L]
OK {155 Tiext Direction. .
Change Case...
Skyles: Paragraph prewview C @ AutoFormat. ..
1| Body Text =] Skyle Gallery. ..
1'| bD|E| * blark lirce ufcr e dax
b a Default F‘arairaﬁh Fonk
1l Header
1l Heading 1
1l Heading 2 E
3 :z:g:ggi Character preview ——————— [lame: Style bype:
a Hyperlink |- '-Jl:lrrn-al IF‘aragraph j
;] E:;Zﬂumber — Times New Fom Based an: Skyle for Following paragraph:
1 Title (no skyle) i 11 Marmal ~
T Description I _ J I J
1ToCe LI Mormal + Tabs: 3" centered, 6" right Previsw
Lisk:
ISt';-'Ies in use j Sampk Textfampk Textampk Tuxtiempk Taxtfampk Toxtimpk Tuxtiompk

Iuxtfampk Inxtfampk Taxtfamph Iextfamph Iextfampk Ioxthmph

Tuxtamph Ioxtfampk Ioxtfamph Inxtfimph Ioxtfampk Ioxtfampk

Textfamph Textfampk Toxtfampk Textiimpk Ioxt
Qrganizer... | e, ., I Madify...,

Description
Font: Times Mew Roman, 12 pt, English {U.5.3, Flush left, Line spacing

Apply single, Widow/orphan conkrol

[ Add to template [ Automatically update

a4 I Zancel | Format + | Shortout Key. ..

v Make sure Add to Template is not checked, so that this change applies
only to this document.
v' Close

v" Save document
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Microsoft Word

Creating a New Style

Format, Style...

Click on New

Name: note

Style for following paragraph: Normal
Format, Font

Courier New, bold, size 12

oK

DN N N NN

Indent .5 from left

v Format, Paragraph
v Leftto.5
v OK

v' Close

Type:
This text is formatted according to the newly defined Normal style. It
appears in the Arial 11-point font.

v’ Style list: note

Type:

This text is formatted according to the note style. It appears in Courier
New 12-point bold font and is indented one-half inch from the left margin.

Type:
This text is once again formatted according o the Normal style.
Help
Help WhClT'S This,) @ Microsoft Word Help  Fi
Esc " & Contents and Index
L34 vihat's This?  shift+F1
Microsaft on the \Web 2
SGVC, Close ! ‘WardPerfect Help. ..
May 5, 2006 : About Microsoft vWord Donna Oberlender
OCM BOCES
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Microsoft Word

Creating a New Template
Create your own business letter template.

File, New

v 6General tab [N 21

‘/ cl iC k o n B l ank Documen? icon Other Docurnents I Publications I Reports | ‘Web Pages I

\/ l . k T I 1- d C 1- N General | | Direct Mail Manager | Leqgal Pleadings I Letters & Faxes | Memas
Click on Template (under Create New) = Ee

\/ O K — = —Preview ———————————

‘Web Page E-mail Regents Exam
&l

Regents Exam Presiew not available,

- Bill Heppeler

<\

File, Page Setup
v" Change left and right margins to 1.5

Create hew
& Documen t " Template

v' Format, Style concel_|
v Modify the Normal style to: Arial, 11-

point size
Type:

Centered and bolded
Your school name

Street address
City, ST Zip

date

Insert, Date and Time (not bolded)
v 4 blank lines after the date
v' Left alignment

Save School letterhead

Close

File, New
v' Choose School letterhead

May 5, 2006 Page 13 Donna Oberlender
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Microsoft Word

Forms
Create a form as a template so it can be reused.

File, New...
Create New: Template

2=

Other Documents | Publications | Reports | Wweb Pages |
General Direct Mail Manager | Leqgal Pleadings | Letters & Faxes | Memos

m) & ] @]

[ Preview

Elank ‘web Page E-rnail Regents Exam
Docurment Message

E;

Regents Exam Preview not available.
- Bill Heppeler

Create Mew
’7(‘ Document (;'Elemplate\;

O I Cancel

Create a table.
Employee Shipping Charge

Bill to:

Dept:

Date sent:

Sent via:

Amount due:

Adjust width of column 1 and Align Right.

Employee Shipping Charge

Bill to:

Dept:

Date sent:

Sent via:

Amount due:

May 5, 2006 Page 14 Donna Oberlender
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Microsoft Word

Add form fields. S
'FStandard —
|7Formatting —

AukoText -

Forms Toolbar

Control Toolbox
Database
D awing
|T Forms
Pickure
Reviewing
Tables and Borders
Wisual Basic
Web
Wordart

abl ¥ BB | /3=

Form Field Shading on (a icon)

Text Field

Click in cell to right of Bill fo:
Click the Text Form Field (ab|) button on toolbar

To format the field c/ick the Form Field Options button

Text Form Field Options 21xl
Type: Default kext:
IRegular bext j | Cancel |
Mazximum length: Text format: Add Help Text...
IUnIimited ﬁ itle case ;I

unmacroon——————— ield settings
Entry; Bookmark:
| R ER
Exit: [~ Caleulate on exit
I i ¥ Fill-in enabled

Choose Title Case for Text Format to ensure the name is capitalized.

Employee Shipping Charge

Bill to:

Dept:

Date sent:

Sent via:

Amount due:

May 5, 2006 Page 15 Donna Oberlender
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Microsoft Word

Drop-Down List

Clickin cell to right of Dept:

On Forms Toolbar c/ick the button for Drop-Down Form Field
Double-click on field for the Field Options.

Add the department names.

Drop-Down Form Field Options 2l
Drop-down ikenm: Items in drop-down lisk: | oK I
[ -
I _I Ll Cancel |
add |
Maove &dd Help Text. .. |
+*
Remowe | LI
unmacroon————————— ield sektings
Entry: Bookrnark:
I j IDru:upu:Iu:uwnz
Exit: [ Calculate on exit
I j |v Drop-down enabled
Employee Shipping Charge
Bill to:
Dept: | Administration
Date sent:
Sent via:
Amount due:
May 5, 2006 Page 16 Donna Oberlender
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Date field

Click in date cell

Text Form Field

Microsoft Word

Text Form Field Options

Type:

Default date:

2x|

[

ICurrent dake

Maxinuni length:

Cancel |
Add Help Text. .. |

Date Format:

Unlirited - x|
Open Form Field Options box o
N MAacro on ield settings
Enkry: Bookmark:
| ||| reds
Exit: [ Calculate on exit
I j I~ Fill-in enabled
Employee Shipping Charge
Bill to:
Dept: | Administration
Date sent: | 5/5/06
Sent via:
Amount due:

Check Box Form Field

Click in cell to right of Sent via: Check Box Form Field Options 2|
Type' FedEx (SPGCC) —_heck box size - rDefault value !
; ; & fiits: & gk checks o |
Click on Check Box Form Field button i e rchg(:ﬁgked |
4 spaces
Type- UPS (Space) —I;u: mlacro on : —gielinsqetﬂllwgs
Another Check Box field - 51| et
Ext: [~ Calculate on exit
I jv v Cthli box enabled
Employee Shipping Charge
Bill to:
Dept: | Administration
Date sent: | 5/5/06
Sent via: | FedEx |:| UPS |:|
Amount due:

May 5, 2006
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Microsoft Word

Number Field

Click in last cell
Text Field
Options by double-clicking the field

Text Form Field Options HE
Type: Default nurber:
INumber j I Cancel |
Taximum length; Mumber format; Add Help Text. .
ILInIimited 5‘ bt 400, 00 (4, #40,00)
unmactaon———————————— ield settings

Enkry; Bookmark:

| = reta

Exit: [™ Calculate on exit

I j ¥ Fill-in enabled

Employee Shipping Charge

Bill to:

Dept: | Administration

Date sent: | 5/5/06

Sent via: | FedEx |:| UPS |:|

Amount due:

Protect Form
Click the button to Protect the Form (padlock)

v" The form fields work only when this option is enabled.

Close the Forms toolbar

File, Save
Close
May 5, 2006 Page 18 Donna Oberlender
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Microsoft Word

File, New...
v" This will open as a document, so that the template is not altered for
future use.

Employee Shipping Charge
2%

Cther Documents | Publications | Reports I ‘Web Pages

General | Direct Mail Manager | Leqgal Pleadings | Letters & Faxes I IMemas
SR -
— = —Preview
Blank ‘Web Page E-mail n ee

Docurnent Message I

Reqents Exam Regents Exam
- Bill Heppeler

Preview nok available.

Create New
’75' Document  © Template
oK I Cancel |

Type in a name in lower case <Tab>
Type in the amount without the $ <Tab>

Form fields have length limits, and enabling the fields disables
many other Word features. Spell check is one of these disabled
features.
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Microsoft

1. On the File menu, click New.

2. Click the Other Documents tab.

3. Double-click Calendar Wizard.

Word

Create a Calendar

If you do not see this wizard in the New dialog box, you might need to
install it. How to install individual components of Microsoft Word.

4. Follow the steps in the wizard.

T 2}
General I Direct Mail Manager I Legal Pleadings I Letters & Faxes I Memos
Other Documents Publications I Fepaorks I YWeb Pages
— = —Previgwm
Agenda Batch WS Contemparary
Wizard Conversi,. ., Wizard Resume
e
E. 1 1 3
E E == i 5 & 7T 8B W
Eleqant Professional Resume i |10 12 13 14 15 16 17
Resurme Resume Wizard 1% 13 10 102 35 oM
M 3 17 1E 2 A A
;ﬁ:
—Creake Mew
% Docurent 1 Template
[
(o] 4 I Cancel |
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Calendar Wizard

Direction & Picture

Date Range

Finish

Microsoft Word

This wizard creates a monthly calendar,

Einish |

Cancel

Calendar Wizard

Skart

Style

Direction & Picture
Date Range

Finish

May 5, 2006

Which style do you want for your calendar?

x|

(" Banner

L
[P
I F LN

Zancel <« Back | Mextﬁ Einish
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M

icrosoft Word

Calendar Wizard x|
har In which direction do you want to print your
Skart
calendar?
Style
¥ | andscape
Direction & Picture
[Dake Range
Finish
Do you want to leave ruc[fg for a picture?
" Yes
Cancel < Back | Bext = | Einish
Calendar Wizard x|

Skart

Style

Direction & Picture

Date Range

Finish

Select the starting and ending months. Type the

years.

Skark:

End:

% Manth Year

March | |2003

[une | |2003 il

Cancel < Back | Bext = | Einish
May 5, 2006 Page 22 Donna Oberlender
OCM BOCES
Center for Learning Technologies
315.431.8451

doberlen@ocmboces.org



Calendar Wizard

—| Skart

Style

Direction & Picture

Date Range

Finish

Microsoft Word

CIC]
L]

Calendar Wizard |

Those are all the answers the wizard needs
to create your calendar! Click Fish to

wew the document.

O

| ancel < Back | Mexk >[,\\J
1
2 3 4 S 6 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31
2003 =
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Microsoft Word

e -
TimesNewR&@an v 12 = I} u ”_E = E |i= i= £ *;EH_ & - A v .

W I ST N SR MR - TextBox |
' = — e s [ [H |

el
™
1k

Changing the look of the numerals:
e Select the days
e Formatting Toolbar to change the format
e Change the font, alignment, and size
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Microsoft Word

Foman -

1"5'£

Shading in a day of the month:
o Select the day
o Tables and Borders Toolbar
« Shading Color Button (Paint Can) for the color

J File Edit Yiew Insert Format Tools Table ‘Window Help / \

= 2@ o-c\aFOE=E 8 By we -3,

Jr'-lormal = TimesMewRoman - 12 - | B 1T 0O ‘ :

10 2] - we L0 o-
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Microsoft Word

A

Tua

ed

Aar

10

11

12

13

T4
CCM BOCES
Donna
Oberlender

1=

1o

17

1%

12

0

11

2

3

4

s

16

Adding information for a day:
e Click in that day

e Adjust the font, alignment, and size
e Type the necessary information

May 5, 2006
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